
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORI 

RECORDS WNAGEMENT DIVISION 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

pplication Date 

wlication Number 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this fam. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenuk, Atlanta, Georgia, 30334, 

Y Attention: Scheduling Section. 

FOR AGENCY USE I 1. Agency Address I FOR RECORDS MANAGEMENT USE 
Application Number 

B 4  - I5 Georgia World Congress Center 
285 International Blvd. NW 
Atlanta, Georgia 30313 Date RRiived Date Cornple- 

Security Department m3-0 '"O" I mx 

. Dater of Series 
arliest Latest 

1976 I Present 

5. Remrdr Series Title (followed by title used in office; if different) 

Radio and Paging Equipment  Log File 

'. Record Series Description This file contains the following documents (include form numbenand titles. ifany): 
Attach samples of the file. 

Documentsrelating to: Assigning responsibi l i ty  f o r  and identifying the various 
electronic  equipment used i n  the dai ly  operations of the Georgia 
World Congress Center. 

Radio regis t ra t ion sheets which c i t e  radio number, name of person 
signing out the equipment, dates and time signed out and dates and 
time returned. 

Included are: 

/ 

File i s  arranged: Chronological by date of l a s t  entry in to  regis ter .  

I. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

twentyfive months and older ? 
I. Annual W e  of Accumulation of R e a x  

; Legal-size drawer ;Other 
Ye*r%e\drawers 1 . 



i 1. f 

c ... -- -. .- ~~ . ~. - ~ ~. 
10. (luestionnaire (Place an "X" in the proper column) I 

>-++ 

- 
. a. Is this the official copy of the series? 

I f  not. where i s  it? 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 

c. I s  this a vital reaxd? . .  
d. Does t h i s  series have historical or long term research value? 
e. F e n  one or two documents in the f i le make it eessary to keep the entire file for a long period, could these 

documents be scheduled separatelv? 
f. Is the information contained in this series ever wblished? If  ves. attach WDV. 

g. Is the information contained in this series ever analyzed andtor recorded in a summarized report? 
If ves. attach copv. 

h. Is there a duplication of th i s  series in your office. or in another office or agency? 
If ve t  where? 

i lrthk seridQr a maim m ' n of id reclularlv rn b o f i l M ?  
I. Doest he record series result in a c o m ~  -ut? 

.i 

. 

.. 

I 

:ion Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 3 mths years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Office reference requirements. 

~. 
2. Approved bispositwn Instructions This agency recommends that the file series be cut off at  the end of each: 

0 Calendar Year; 0 Fiscal Year; &! @her UROn COl i lDlet iOn O f  109 then, Eook 
.~ - EtL Hold in the current files area 3 month(s) yeark): then 

0 Transfer to local holding area; hold ' year(s); then 
0 Transfer to State Records Center: hold 
eJ Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year(s1; then 

These instructions apply to a l l  prior and future accumulations of the series. 

7ecommendations in para- 
raph 12 are approved. 
If dirapproved, a& letter 
if explanation.) 

- ~~~ ~ ~ ~~~~ ~ ~~ -~ - .. ,. $<.~ 
~~ ~~ 


